New Jersey Department of Environmental Protection
Division of Water Quality
Bureau of Pretreatment & Residuals

DENTAL FACILITY

GUIDANCE MANUAL

FOR

RENEWAL

REGISTRATION

This manual is for annual certification for dental facilities that HAVE previously registered.

This manual contains the instructions to complete the registration and certification renewal process for
dental facilities that generate amalgam waste. For the users’ convenience, actual screen-shots are
included in this guidance manual.

Registration and certification must be completed annually for each dental facility that generates
amalgam waste through placement or removal of amalgam. To complete this registration process, you
will need the following information:

e the make(s) and model number(s) of the installed amalgam separator(s); and

e name(s) of the licensed recycling contractor(s) if amalgam has been sent out for recycling.
Registration renewal will be far easier if you have available:

e your chosen password and user ID and your assigned certification PIN

e the system-generated registration number for each dental facility you wish to register.

September 15, 2011

Contact the Bureau of Pretreatment and Residuals at 609-633-3823
if you need additional assistance.



DENTAL FACILITY - REGISTRATION & CERTIFICATION RENEWAL

Login

Log on at http://www.nj.gov . The main New Jersey web page appears:
Fig. 1
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Click on Login.
Fig. 2
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Enter your Log On ID and Password and click “Log On”.
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http://www.nj.gov/

Fig. 3

32? %]% 28|~ & Log ©n To myNewder, . |§StateofNewJersey x| | o G g%g < QPagev @Too\sv

T Orriciar Wen S ror Search l:l
THE STATE OF NEw JrRsey

Services A to Z | Departments/Agencies | FAQs

myhJ) Home mvh) Business  myNewJersey

Welcome joe test logout | change profile | enter authorization code | choose start page | content | layout | help

Premier E-Business Services
If you own a business or represent qne
in dealings with New Jersey state

View NWS weather for: 08625

government Locate Events | Travel & Tourism Home | Add an Event Air Quality: Central Delaware Valle
) : ) Current: Good Forecast: n/a
Sian up for Premier E-Business

Senvices

DEPOnline Services

New Jersey Lottery |
Give Your Dreams A Chance™ W%

The Mega Millions Jackpot for
Friday, 09/12/2008
% 12 million

Pick 6 Lotto Jackpot for
Thursday, 09/11/2008
$ 2.7 million

Jersey Cash 5 Jackpot for
Thursday, 09/11/2008
$ 140,000

Contact Us | Privacy Notice | Legal Statement | Accessibility Statement @

NI MNew Jersey Advantage | Starting a Business
Business: & Incentives | Small & Mid-Size Businesses

If necessary, click on the myNewJersey tab. Click the link DEPOnline Services.

Workforce Training & Programs | Licensing & Permitting | Tax Center | Business Registration & Information Services | Financing

The following screen appears:
Fig. 4

Slip Navigation

njhome | citizen | business | government | services A to Z | departments _| search |

L0 = - ] njdep, s,
mentof envitonmental protection ]onlme
njdep home | about dep | index by topic | programs/units | dep online

My Workspace [ User Profile [ Certifications [ Paymenis [ Documents and Forms [ Permit Folder

Wersion: 4.6
Currently logged in: Aaron Aardvark (GARYIZ)

MY WORKSPACE

Help | Logout

Service Selection

Mote: Access to this electronic service selection and submittal area is granted by selecting facilities using the user profile. Some services are
accessible without selecting facilities as shown below,

Division of Water Quality
2 Waste Registration - o
Dental Waste Registration - Renewal

—> Configure Services

My Facilities/Program Interests

If the circled link to Dental Waste Registration — Renewal does not appear, click on the
button, indicated by the arrow. Otherwise, skip to the instructions under Fig. 7

NOTE: Fig. 6 shows the same screen as above, including sections you will only see if you scroll down.

Dental Manual for Renewal Registration Page 2 of 10
September 15, 2011



Fig. 5

Please select the Services that you would like to appear on your Workspace and click the OK button.

Division of Water Quality Solid and Hazardous Waste
@DNJPDES Monitoring Reports (DMRs, WCRs, RTRs) @D\-’ehicle Registration Renewal

@Dental Waste Registration - New
Air Program
®§:§2§Dental Waste Registration - Renewal @DGenera\ Permits

®|:|S mwater Construction General Authonization @Dpermlthertlﬂcate Folder
@DPermit,-’Certiﬂcate Renewals
@ [INOx RACT Combustion Adjustment

Select both Of these_ @DEKCESS Emission Monitoring Performance Reports (EEMPR)

@ []Periodic Compliance Certification

@ []Diesel Retrofit Program

Right to Know and Pollution Prevention Program Underground Storage Tank (UST) Program
@DCommumty Right To Know Survey @DUST Notice of Intent to Close
@DRelease and Pollution Prevention Report and Pollution Prevention @Dlnitia\ UST Registration
Plan Summary
@ [IModification of UST Registration

@ [[JRenewal of UST Registration

Check the boxes for Dental Waste Registration — New and Dental Registration — Renewal.
Then scroll down and click the [8]& button.

You may get a warning screen indicating that some selected services require facilities.
If so, ignore the warning and click the [Bls]gfs button.

The following screen appears:

o Fig. 6

4% NIDEP Online (<] -

Skip Nawigation =

njhome | citizen | business | government | services A to 2 | departments —\ search |

l | . njdep. s,
departrient of énvironmental protection 1 Tonline
njdep home | about dep | index by topic | programsiunits | dep online

My Workspace [ User Profile [ Certifications [ Paymenis [ Documents and Forms [ Permit Folder

Wersion: 4.6
Currently logged in: Aaron Aardvark X Help | Logout

MY WORKSPACE

Service Selection

Mote: Access to this electronic service selection and submittal area is granted by selecting facilities using the user profile. Some services are
accessible without selecting facilities as shown below.

Division of Water Quality
Dental ¥Waste Registration - New
Dental Waste Reqistration - Renswal

k Configure Services

Click on “Dental Waste Registration — Renewal”
Note: This will begin the registration renewal. If you do not complete it in this session,
see Resuming a Registration in Appendix for further instructions.
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Fig. 7

@ Metscape,com | ) Gething Started

4% NIDEP Online (]

Slhip Navigation =

njhome | citizen | business | government | services A to Z | departments

Version: 4.6

Currently logged in: Aaron Aardwark (GARYID) Help | Logout

EXISTING APPLICATIONS

We have determined that you have previously submitted Dental YWaste Registration application{s) or have pending Dental YWaste Registration
application(s), Please review all submitted and/or pending authorizations in your user profile listed below to ensure that a duplicate Dental Waste

Registration application is not being submitted for the facility, Click Continue to complete a New Dental Waste Registration, Renewal or Cancel to
return to your workspace,

Portal L . s Last - Access
T Application Name Facility Name Description Status Created Date Modified Date Yiew Service
26928 Dental Waste Renewal A-1 Dental Dental Wasts Registration - Submission  geng0ns  pe/og/zo09 <
I ey Successful
Clicking a column tite will sort the table by that column.

Click “[®feiilgl’f=".  The following screen appears:

Fig. 8

njhome | citizen | business | government | services A to Z | departments

il ef envitonmental protection

njdep home | about dep | index by topic | programs/units | dep online

My Workspace I' User Profile [ Certifications | Payments | Documents and Forms I Permit Folder

Version: 4.5

Currently logged in: John Smith (GONELIVE) Help | Logout
DENTAL WASTE INSTRUCTIONS

1 - Instructions

3 - e Iarmatan If your facility generates amalgam waste through placement or removal of amalgam, your facility must register and
certify annually with the NJ Department of Environmental Protection. Please remember to record your User ID and

3 - Contacts Password for future use.
4 - Applicablility
Phase I When registering on-line, please be aware that you may click the "Help" hotlink an the top right corner of each

screen for further assistance. Additionally, manuals with the step-by-step instructions can be viewed and printed

5 - Certification from http://www.nj.gov/dep/dwq/Dental_Amalgam_Qverview.htm.

6 - Summary

You will need the following information to complete this on-line registration:
-Separator manufacturer name;
-Separator model number;

-Name of Licensed Recycling Contractor (if you have sent amalgam out for recycling); and
-Certification PIN

(previously sent to your registered email address)

Please note that installation of an amalgam separator is REQUIRED by October 1, 2009.

Read the instructions and collect any needed information, then click “{®eJltlgVE".
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Fig. 9

(M) NIDEP Online - Netscape Navigator : -3 x|

File Edit Wiew History Bookmarks Toaols Help

o ‘%‘f https: [fwwiw] 1-stg.stabe.nj.usDEP_RSPjOrchestrate.do & v ] B3 ~ Netscape At
? C:) Q

() Netscape.com [ ) Getting Started

| i NIDEP Online -]

Sleip MNawigation =

ﬂqnom I citizen | business | government | services A to Z | departments

ntof environmental protection

njdep home | about dep | index by topic | programs/units | dep online

My Workspace [ User Profile [ Certifications | Payments [ Documents and Forms [ Permit Folder

Wersion: 4.6
Currently logged in: Aaron Sardvark (GARYIZ) Help | Logout

FACILITY SELECTION

1 - Instructions
2 - Faclity Selection Facility Facility ID Municipality Access Type Access Facility
3 - Contacts A-2 Dental II 451 Trenton City Responsible Official @
4 - Applicability Phase clicking a column title will sort the table by that column.
I
& - Certification
6 - Summary

Click on the icon under “Access Facility” in the appropriate row for the facility you wish to renew.

NOTE: You may renew only one facility at a time. If you have multiple facilities, see the instructions
at the end of this document. If you are attempting to register a facility that is not listed on the above
screen, you must either 1) use Add Facility on the My Workspace tab for a facility you previously
registered or 2) submit a New registration. Return to Figure 6 and click “Dental Waste Registration —
New”. The screen noted above as Figure 9 will be replaced by a different screen in which you must
complete the required fields and hit “[SS00NE."
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My Workspace

Version: 4.10
Currently loggedin: John Dok

Submission Name

Instructions

Facility

User Profile

4 - Contacts
S - Applicability Phase
1

6 - Certification

7 - Summary

Please Note
You may click on a
previously visited page
(above) to navigate
back to that screen.

The following screen appears:

Certifications

* Have any of your contact details changed since your last Dental Waste Registratiorf? ¢ ves ¢ Mo

Note: Selecting an option below will replace all information for

this contact.

Payments

1. Responsible Party

Contact Information — Fig. 10

I Insern Fram Existing Contactis) ﬂ

*First Name:
Middle Initial:
*Last Name:
Title:

*E-Mail Address:
*Confirm E-Mail:

*#*0rganization Name:

*Qrganization Type:

John

Daoh

johndoh@mydental.cam

johndoh@mydental.cam

Doh Dental Services

Documentsand Forms

Private j

* At least 1 phone number is required.

Permit Folder

Help | Logout

‘ aﬁ 1. Responsible Part_v‘

" save to My Favorite Contacts

*address Line 1 4071 kain 5
Address Line 2

Address Line

*County: rercer

*Gity: Trenton iMercer)

*State:

Mew Jersey

LedlelL«

*Fip Codg:

08625

*Type

*Contact Number
{must be 10 digits)

Extension / C ts

‘work Phone Mumber

|09y 633-3823

/ |

Add Number

* Required

Note: Plegbe enter contact information on ALL required t;

Review the information in this screen and
make any necessary changes and check Yes.

Otherwise, if all of the information is the same, check No.

Click “FEWR”, wait for information to be saved, and then click “

Dental Manual for Renewal Registration
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Fig. 11

AL UL LUt L ML UL L BT | O L Ay Livp | Lo

APPLICABILITY PHASE I

You are subject to the dental amalgarm registration requirements if you place or remove amalgam, unless all types of
practice at the facility are exempt by regulation. Check "v¥es" in response to the guestion "Do you generate amalgam

acts waste?" even if amalgam is only removed.

4 - Applicability Phase
1

* Does your dental facility generate amalgam waste? ® ves ©
5 - Certification
6 - Summary Note: Please select the operating type of practice. Select all that apply. {Ctrl+Click):

* Dental Practice

Crthodontics ﬂ
Periodontics

Oral and Maxillofacial Pathology

Cral and Maxillofacial Radiology

Responses

COral andl Maxillofacial Surger,

: Gieneral Dentistry
Pediatric Dentistry
Endodontics

* Required

If your facility generates amalgam waste through placement or removal of amalgam, then click yes to

the first question.

To select your dental practice, click on the appropriate practice. To select more than one, press “CTRL”

key on your keyboard and click on the appropriate practices.

Click “[o e

Fig. 12

Version: 4.0

1 - Application
Name

My Workspace [ User Profile [ Certifications | Payments [ Documents and Forms [ Permit Folder
Currently logged in: user manual (USERMANUAL) Help | Logout
TERMS AND CONDITIONS

- Site Information

PDF

- Contacts O Dental Amalgam Waste Terms and Conditions

=]

. ?ﬁgsli:?bi“ty clicking the box above I certify that I have read, understand and agree to ALL terms and

egistration.

5 - Terms and

Conditions

6 - Registration YOU may CI'Ck |C0n tO I’ead
Specific

Information Dental Amalqam rU|eS

7 - Certification /
8 - Summary /

conditig or this

=0 T

Click the checkbox to accept the Terms and Conditions. The “Nge&" button will then be enabled.

Click “N".

Dental Manual for Renewal Registration
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The following screen appears:

Fig. 13
My Workspace [ User Profile [ Certifications [ Payments [ Documents and Forms [ Permit Folder
Version: 4.3
Currantly logged in: Tom Cosmas (TCOSMAS) Help | Lo=out

REGISTRATION SPECIFIC INFORMATION

- Instructions

- Site Information
Requirements
- Contacts Check the Certify checkbox if you wish to certify a requirement.
- Applicability Phase . Due Date .
1 Requirement (MM/DD/YYYY) Certify Comments
- Registrant shall certify that this facility has an operational
. Term.t..ar‘ld amalgam separator: by October 1 of each year. 12/31/2010
Conditions Registrant shall certify that this facility has implemented
- . and is adhering to the required BMPs: by October 1 of 12/31/2010
6 - Registration R
Specific N
Information Separator(s): Certi hof
7 - Certification Make Model Remove ertify each o )
8 - Summary Marcury Removs MRAU-1 these as approprlate.
Add Row

* Has amalgam waste been sent out for recycling during the past twelve months?| @ ves O No

Licensed Recycling Contractor Information: \
Mame of Licensed Recycling Contractor Remove
Quick Silver Services DOn‘t mISS thIS Onel
Add Row
* Required

Certify as appropriate and enter the information as required.

Click “[oINE".

NOTE: For the Separator, we only need the Make and Model number.
We DO NOT need the Serial Number.

If you HAVE NOT sent out Amalgam for Recycling,
you DO NOT have to fill in the Licensed Recycler information.
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Ship Mawvigation

— ==

jdep, . 7+
W% nline
njdep home | about dep | index by topic | programsiunits | dep online

Permit Folder

WVersion: 4.6
Currently logged in: Aaron Aardvark (GARYIZ) Help | Logout

CERTIFICATION - SINGLE APPLICATION - DENTAL FACILITY REGISTRATION - RO

Service ID Submittal Type Creation Date VYiew

26948 Division of Water Quality - Dental Waste Registration - New - Significant Indirect User 06/09/2009 @

Certification of the Dental Facility Registration - RO

I certify under penalty of law that the information provided in this document was prepared under my direction or
supervision in accordance with a system designated to assure that qualified personnel properly gather and evaluate the
information submitted, Based on my inquiry of the person or persons who manage the system, or those persons directly

7 - certification responsible for gathering the information, the information submitted is, to the best of my knowledge and belief true,
accurate, and complete, I am aware that there are significant penalties for submitting false information, including the
8 - Summary possibility of fine and imprisonment for purposely, knowingly, recklessly, or negligently submitting false information. L

Name of Certifying Aaron sardwvark

Party:
User ID of Certifying GARYI2
Party:
oo *Certification PIN: Case-Sensitive
Mini Progress l ‘ /
WIndOW * Required

Certification of your PIN constitutes an electronic signature of this submittal in accordance with the aforementioned
statement. Ll

Certi

Click on the icon in the View column to read a summary of information you previously entered.
After reviewing information, click “[Rngg -

To make corrections, you will need to return to the screen in which the incorrect information is entered.
Returning to a previous screen may cause data loss and require you to repeat steps you made after
the screen in which the incorrect information occurred. To return to an earlier screen, click on the
corresponding button in the Mini Progress Window.

After reviewing your data, enter your Certification PIN and click “[SSgiay -

REMINDER: Record and save your Certification PIN for annual usage.

If you have forgotten the PIN, don't panic. Click on the "[gefslog®=gtiile=lolalN" and a new PIN

will be sent to your registered e-mail address. As always, free of charge! ©

NOTE: If you DO NOT see the e-mail in your inbox, look in the SPAM or Bulk Mail folder.
You may also need to make sure that suspected spam is not automatically deleted by your e-mail provider.

Dental Manual for Renewal Registration Page 9 of 10
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After you click “Certify”, the following will appear:

Fig. 15
and Bottom of Certification Page with Date and Digital Signature

User Profile [ Certifications [ Payments [ Documents and Forms [ Permit Folder

Top

My Workspace

Version: 4.0
Currently logged in: user manual (USERMANUAL)

SERVICE SUMMARY

Contacts

Name: User Manual

Title: Dentist

Contact Type: Responsible Party

E-Mail: user@dental.com R ;
Phone: 5552224444 (Work Phone Number) For Prlnter Frlendly
Name: Joe Daily version, click here.
Title: Dentist

Contact Type: Facility Contact

E-Mail: user@dental.com

Phone: 2225554444 (Work Phone Number)

Specific Registration Information

Registration 19145

Number:

Registration For: User manual Certification Date: 09/20/2010

Address: 444 east state Dentists: User Manual 111222333

Tabernacle (Burlington), N] 08625

Registered Make: Removal Expert
Canaratarfel: Madal: Ciinart

[l Amalgam was recycled with the Licensed Recycling Contractor(s) listed above.

[l The responsible party of the practice is certifying to the accuracy of the information on this certificate.

This Registration is issued solely for the location noted above in which there is an existing dental practice as of the
Certification Date. The responsible party of any practice at a separate location must register that location
separately. In the event that the practice at this location closes, relocates or that additional types of practice
begin or are eliminated on this site, the responsible party shall notify the Department immediately in writing.

The responsible party shall update all relevant information and renew this registration annually between October
1st and December 31st of each year.

[ certified Electronically By: Joe Daily

I certify under penalty of law that the information provided in this document was prepared under my direction or
supervision in accordance with a system designated to assure that qualified personnel properly gather and
evaluate the information submitted. Based on my inguiry of the person or persons who manage the system, or
those persons directly responsible for gathering the information, the information submitted is, to the best of my
knowledge and belief true, accurate, and complete. I am aware that there are significant penalties for submitting
false information, including the possibility of fine and imprisonment for purposely, knowingly, recklessly, or
negligently submitting false information.

Dental Facility Registration - RO: Joe Daily Date: 09/20/2010

Print a copy for your records.
o[ @R eturn to \Workspacep

CONTRATULATIONS! You have completed the registration and certification process. You may now logout
(click Logout near the top right corner) or perform other tasks within MyNewJersey.

To add or renew a second location, click
"Return to Workspace" and follow the
instructions beginning again with Page 5 Fig. 9.
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Appendix

Additional Features

The following paragraphs assume that you are logged on and have navigated to the appropriate screen.

Printing Final Documents

On the “[YINAWLIGSEE" tab (Fig. 6), under “\YAVAE ISRtz click on the icon in the

appropriate row in the column labeled “Permit”. If no icon appears, the Department has not completed
its review of your submittal and the document is not ready. When ready, print the document and return
to “[Y VRIS, If you have difficulty, please contact the Department.

Editing Registrations

If you have completed the registration process and find that you have inadvertently failed to check the
box for either required task on the screen shown as Fig. 13, it is possible to correct the omission. Please
contact the Department for details.

Troubleshooting

Log in Procedure After Establishing Account

If you are unable to complete registration in one sitting, but have completed account set
up, you must use a different procedure to log back on to the system:

Log on at http://www.nj.gov  The main New Jersey web page appears:

Fig. Al

I-!‘ 4 Taw Orncua Wen Sare ron
A Srath oF Ni

tmploymant Gawsrnmant M GCrmam | Poblc Safety Things bo
& Security do in NI

GriEaT DESTINATIONS

WIWW .
YourMonEY
NJ.Gov

Lmwrr whars YOUR bxv morey pom

Click on Login.
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http://www.nj.gov/

e "

W AR B @ Log On To myiewder, | ELOGONTE Mybiewl,. B e -G
Tew, |El’5€}' Mew Jersey Home Page
Log On to My New Jersey

[
[
[Logon |
Swgn Up to Bscoms a Member
Fargot vour passward?

Halo

Log Cn ID:

Password:

Enter your Log On ID and Password and click “Log On”.
Fig. A3

4N B3|~ #Log OnTo myhewder.. | @ State of New Jesey

Search
Bar

ws 402 | Dapartmentsidgancers | P

)., T e o s
WL Tue State oF Now Jersey

If you own @ DUSINGSS. OF reprasent one
in dealings with New Jarsey state

Travel Guide
Locate Evenss | Travel & Toyrigm Home | Agd an Event

government,
Sign up for Pramiar E-Businass

If necessary, click on the myNewJersey tab. Click the link DEPOnline Services.

logoat | change peofile | enter authorization code | choose stan page | contend | layout | help
View NWS westher for: 08625

Alr Quality: Canr are v
Forecast: n/a

Current: Good

This will open the “\INANISEIE" tab shown in Fig. 9 on Page 5 of 11.
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Resuming A Regqistration

If you scroll down on the |\ NAWIOIRLEIZA®=E, you will see an area labeled “(Y A AA R MR (eI [ (=R .
If you have started (but not finished) a registration, it will appear here, and you can click on the
underlined number in front of the facility name to continue where you left off.

If your application does not appear under “[YNVEE AR IR EPIERS scroll up and
W llv geilDental Waste Registration — Newg

Fig. Ad

#i nfhome | ciltssn | busissss | gowsrnmant | ssrvices & io £ | departmanis

e boenw | alourt dap | indwin by tepie | programssmits | dep ooline

Cerfications T Fayments [ Documents and Forms " Permit Folder

Mote: Access to this electronic senace selection and submittal area is granted by selecting Facilities using the user profile. Some services are
accassible without selectng fachites as shown below

Diwision of Water O

Cantal Waste Rggisir

[=rital

n My Facilities/Program Interests 0o

Mote: You may add facilties by clicking the "Add Facilities™ button below.

¥ou do nat have amy faciities m your profile. ¥ou may add faciities by selecting the Add Facility button on the My Waorkspaca screen,

H My Services - In Progress ]
Mote: To edit or resuma working on an "In Prograss® item, please click on the appropriate rumber in tha 1D column.
D Application Name Facility Rane Description Stalus mmm':'mmumm
WA Dental Waste Ragierabon - 1 progress 05172010 oo/maizom gl G0 @
ki a cohinen tithe will soet the table by that colue,
Registration
in Progress
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